
 

73 
 

 

 

 

 

ADMINISTRATIVE SERVICES 

Administration 
Mayor and Council 

General Administration 
City Attorney 

General Government 
Debt Service 

Intergovernmental Projects 
 

 

Administrative Services provides general management and supervision to the various offices and departments and 

programs of city government that have the responsibility of delivering service to the citizenry; supports City Council 

in the development of policies, regulations, ordinances and laws; and implements those policies via programs to the 

citizens of the City of Wilson. 
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ADMINISTRATIVE SERVICES 

Administration 
 

COUNCIL GOALS 

Building a 
Better 
Wilson 

1 

Economic 
Development 

2 
Infrastructure 

3 

Homes and 
Neighborhoods 

4 
Downtown 

5 

Recreation 
and Parks 

6 

Community 
Involvement 

7 

 

DEPARTMENTAL GOALS FOR FISCAL YEAR 

Department Goals and Initiatives Link to 
Council Goals 

1. Work with the Economic Development Council (EDC) in attracting new industry to 
the Wilson Corporate Park 

1,2,5 

2. Continue negotiations with county for consolidation of programs and services 1,3 

3. Continue to provide management studies for the purpose of advising Council and 
staff on effective, efficient operations 

1,2,3,4,5,6,7 

4. Monitor federal and state legislative issues and work closely with elected officials 
for the benefit of the citizens of Wilson 

1,2,3,4,5,6,7 

5. Achieve more competitive position in the electric industry; participate in activities to 
strengthen the financial position of North Carolina Eastern Municipal Power 
Agency 

1,2,3,4,5,6,7 

6. Address as a top priority the importance of maintaining a viable electric system 
and ensuring the financial stability of the system 

2,3 

7. Research and identify new sources of revenue, particularly in the area of user fees 3 

8. Continue redevelopment efforts and emphasize the importance of revitalizing 
downtown Wilson and neighborhoods of blight 

1, 2, 4, 5 

9. Continue the development of the Fiber to the Premise (FTTP) project and to bring 
on-line business and residential customers 

1,2,3 

10. Promote FTTP to ensure we meet target goals for participation, on schedule, per 
our adopted business model 

1,2,3 

11. Increase public awareness of City projects, programs, services, etc. 1,7 
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DEPARTMENT SUMMARY ADMINISTRATIVE SERVICES 

 
EXPENDITURE SUMMARY: 

2018-19 
Actual 

2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

Personnel Services 2,002,700$        2,068,810$        1,944,084$        2,127,320$        

Operating Expenses 5,758,771          5,678,072          5,361,555          5,596,740          

Recovered Costs (2,762,573)         (2,787,500)         (2,648,213)         (2,571,780)         

Capital Outlay 416,042             613,710             571,100             0                          

TOTAL 5,414,940$        5,573,092$        5,228,526$        5,152,280$        

OFFSETTING REVENUES 2,567$                0$                        0$                        0$                        
 

 
 

EXPENDITURES  

 
 

Administrative 
Services
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PERSONNEL SUMMARY ADMINISTRATIVE SERVICES 

 
       

Class 
Title 

Salary 
Range 

2018-19 
Authorized 

(as amended) 

2019-20 
Authorized 

2020-21 
Authorized 

Administrative Services (1002)     

City Manager - 1 1 1 

Assistant City Manager  26 1 1 1 

City Clerk 20 1 1 1 

Executive Assistant 15 1 1 1 

     

Communications and Marketing (1004)     

Director of Communications and Marketing 25 1 1 1 

Communications Coordinator 21 1 1 1 

Strategic Communications Specialist 15 1 1 1 

     

Facility Services (1006)     

Facility Services Manager 22 1 1 1 

Facility Services Supervisor 18 1 1 1 

Lead Facility Services Technician 17 1 1 1 

Facility Services Technician 15 3 3 3 

     

Human Relations (1020)     

Human Relations Officer 24 1 1 1 

Human Relations Assistant 14 2 2 2 

     

GigEast Exchange (1025)     

GigEast Exchange Manager 24 1 1 1 

     

Full-time  17 17 17 

 

  



 

77 
 

MAYOR AND COUNCIL 

 
Description of Services: 
Mayor and Council is responsible for formulating policies, approving annual financial plans, setting property tax 
rates and user fees, adopting ordinances, resolutions, and regulations for the welfare of the City.  It conducts public 
hearings and forums, issues proclamations, represents the City in regional cooperative efforts, determines land-use 
policies through zoning, and provides general direction of the organization. 
 

PROGRAM GOALS AND INITIATIVES: 

 As the governing body of the City of Wilson, establish policy and enact ordinances necessary to maintain an 
orderly, healthy, and safe environment for all citizens 

 Promote economic development 

 Provide high-quality entertainment and recreational opportunities for all 

 Improve human relations, especially race relations, throughout the community 

 Improve City services 

 Enhance business and educational opportunities by continuing to develop and support fiber optics in the 
community 

 

EXPENDITURE SUMMARY: 
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 
 

Personnel Services 74,280$             75,260$             74,320$             77,440$             

Operating Expenses 53,120                77,980                64,700                78,140                

Recovered Costs (63,700)              (76,100)              (69,510)              (77,790)              

TOTAL 63,700$             77,140$             69,510$             77,790$             
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ADMINISTRATIVE SERVICES 

 
Description of Services: 
Administrative Services is responsible for general administration, presentation of the annual budget in accordance 
with budgetary standards, policy implementation, capital improvement programs, and responding to citizen and 
council concerns.  Administration provides information to the public, records and maintains records of Council 
proceedings, develops and coordinates agendas, ordinances, resolutions, reports, and maintains directory of 
boards. 
 

PROGRAM GOALS AND INITIATIVES: 

 Develop comprehensive public information program that disseminates City’s message 

 Provide administrative leadership to City Council by implementing policies, programs, ordinances, and 
resolutions approved by the City Council 

 Inform Council of the City’s financial condition and future financial needs 

 Provide internet access to City Code, council addresses, agendas, applications to the City boards, board 
directory and other public records as needed 

 Prepare and distribute reports, agendas, and other communications to Council on relevant matters in a timely 
manner 

 Implement the Council Goals and Objectives Program 

 Focus on priorities placed on the City’s fiber optics, continued viability in the electric business, and ensure that 
the City’s financial debt commitment is met 

 Provide accurate records for the City of Wilson and records management 

 Respond to citizens/Council requests and/or concerns promptly and provide public information 

 Provide necessary staff support to Mayor/City Council to perform their duties 

 Communicate with Leadership Team and City employees relative to changes in programs and policies 
 

EXPENDITURE SUMMARY: 
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

  

Personnel Services 578,322$           626,770$           505,420$           657,670$           

Operating Expenses 77,067                125,490             107,770             141,220             

Recovered Costs (327,694)            (376,000)            (306,600)            (399,450)            

TOTAL 327,695$           376,260$           306,590$           399,440$           
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CITY ATTORNEY 

 
Description of Services: 
The City Attorney is responsible for legal advice to Council and staff, litigation, resolution and ordinance drafting, 
policy review, and legislative review and planning. 
 
 

PROGRAM GOALS AND INITIATIVES: 

 Protect the interests of the City of Wilson by serving as legal advisor to the Mayor and City Council, City 
Manager, boards, commissions, and staff 

 Represent the City of Wilson in all aspects of litigation and legal affairs, including prosecution and defense of 
suits for and against the City of Wilson 

 Prepare or assist in preparing ordinances, resolutions, agreements, and other necessary legal documents 

 Advise Mayor, Council, and staff in the development of regulations and in execution of City policies and 
operations 

 Continue land acquisition and permitting requirements 

 Specifically advise the City on environmental issues and challenges 

 Assist the City with any legal affairs associated with the fiber optics project 
 
 

EXPENDITURE SUMMARY: 
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 

Operating Expenses 434,461$           351,750$           350,000$           300,000$           

Recovered Costs (217,230)            (175,880)            (175,000)            (150,000)            

TOTAL 217,231$           175,870$           175,000$           150,000$           
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ADMINISTRATIVE SERVICES 

Communications and Marketing 
 

 

 

Communications and Marketing is responsible for growing a guiding strategic communication plan that provides a 

framework for the organization to enhance two-way communication, improve internal and external relationships, 

and encourage participation in building and marketing this great city. 
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COMMUNICATIONS AND MARKETING  

 
Description of Services: 
The Communications and Marketing Department is responsible for implementing a robust communications program 
that provides consistent, timely, inclusive and innovative news and information to residents and stakeholders 
through the City’s many communications channels, encouraging all those interested to engage and participate with 
the City. 
 

PROGRAM GOALS AND INITIATIVES: 

 Deliver a structures and consistent approach to City communications 

 Improve access to and participation in our local government 

 Provide information that is timely, accurate, clear, accessible and responsive 

 Build Wilson’s brand and brand recognition 

 Work across the organization to ensure information is thorough, factual, timely and coordinated  

 Comply with all Federal, State and local public records regulations 

 Strive to achieve a culture of engagement and participation 

 Encourage employees and citizens to become ambassadors for Wilson 
 

EXPENDITURE SUMMARY: 
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

Personnel Services 317,403$           322,920$           333,410$           337,020$           

Operating Expenses 139,064             86,520                106,240             100,910             

Recovered Costs (314,279)            (303,140)            (300,520)            (310,340)            

Capital Outlay 103,524             0                          0                          0                          

TOTAL 245,712$           106,300$           139,130$           127,590$           

  
 
 
 

  

PERFORMANCE INDICATORS: 
 

Outputs 
2018-19 
Actual 

2019-20 
Estimated 

2020-21 
Goal 

Implement/execute the Strategic Communication Plan 
(including key communications policies) 

75% 100% 100% 

Growth in social media and website engagement 
29% social 

14% website* 
15% 

 
15% 

Develop a range of city sponsored events to engage 
residents in city government  

13 12 14 

Execute and refine content calendar to create timely and 
engaging content for internal and external audiences 

100% 100% 100% 
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ADMINISTRATIVE SERVICES 

Facility Services 
 

 

 

Facility Services is responsible for providing long-range planning of facilities maintenance, maintaining building 

inventory, reviewing and administering contract building maintenance, evaluating and repair HVACs, lighting and 

electrical, plumbing, locks, doors, and roofing systems City-wide.  It provides a comprehensive maintenance 

program for City buildings and works with certain non-profit agencies. It provides all cleaning and maintenance 

services for City buildings.  
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FACILITY SERVICES 

 
Description of Services: 
Facility Services is responsible for providing long-range planning of facilities maintenance, maintaining building 
inventory, reviewing and administering contract building maintenance, evaluating and repair HVACs, lighting and 
electrical, plumbing, locks, doors, and roofing systems City-wide.  It provides a comprehensive maintenance 
program for City buildings and works with certain non-profit agencies. 
 

PROGRAM GOALS AND INITIATIVES: 

 Manage the City’s building maintenance program in a cost-effective and efficient manner 

 Ensure compliance of all necessary local, state, and federal building codes 

 Provide a safe, clean, and comfortable working environment 

 Develop cost-effective long range preventive maintenance program for all City facilities 

 Provide proper maintenance training for personnel 

 Ensure that all buildings are structurally sound and provide adequate working space 

 Closely monitor contracted building maintenance for efficiencies and cost effectiveness 

 Ensure all daily maintenance requests are addressed in a timely manner and internal customers are satisfied 
 

EXPENDITURE SUMMARY:  
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

Personnel Services 697,235$           621,960$           603,470$           613,930$           

Operating Expenses 347,858             279,850             230,370             353,750             

Recovered Costs (571,730)            (450,910)            (416,920)            (483,840)            

Capital Outlay 16,900                0                          0                          0                          

TOTAL 490,263$           450,900$           416,920$           483,840$           
 

 
 
 

 

PERFORMANCE INDICATORS: 

Outputs 
2018-19 
Actual 

2019-20 
Estimated 

2020-21 
Goal 

% Work orders completed within established timeline 95% 97% 100% 

HVACs preventative maintenance completed annually 90% 98% 100% 

Annual overtime ($) 30,000 25,000 20,000 
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ADMINISTRATIVE SERVICES 

Government Services 
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GENERAL GOVERNMENT 

 
Description of Services: 
General Government retains charges for insurance, telephone, E911 communication charges, dues and 
subscriptions, service agreements, official printings, city utilities, special programs, and other non-departmental 
charges. 
 
 
 

PROGRAM GOALS AND INITIATIVES: 

 Account for general fund expenditures associated with general governmental activities, but not directly 
attributable to a particular office or department 
 
 
 
 
 
 

EXPENDITURE SUMMARY: 
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 

Operating Expenses 4,122,588$        3,867,170$        3,661,650$        3,739,870$        

Recovered Costs (953,227)            (956,670)            (940,570)            (617,890)            

Capital Outlay 295,618             613,710             571,100             0                          

TOTAL 3,464,979$        3,524,210$        3,292,180$        3,121,980$        
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DEBT SERVICE 

 
Description of Services: 
Debt Service activities consist of installment-purchase financings. 
 
 
 

PROGRAM GOALS AND INITIATIVES: 

 Provide for financing and subsequent timely repayment of obligations for general fund purposes 

 Meet current debt obligations in a timely manner 

 Meet all legal requirements and covenants applicable to local government financing 

 Comply with all Internal Revenue Service rules and regulations pertaining to tax-exempt debt 
 
 
 
 
 

EXPENDITURE SUMMARY:  
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 

Operating Expenses 359,731$           356,170$           354,165$           351,170$           

Recovered Costs (188,940)            (183,600)            (183,593)            (178,160)            

TOTAL 170,791$           172,570$           170,572$           173,010$           
 

 
 
 
 
 

 

PERFORMANCE INDICATORS: 

Outputs 
2018-19 
Actual 

2019-20 
Estimated 

2020-21 
Goal 

Timely servicing of debt obligation 100% 100% 100% 

Compliance with all regulatory guidelines and covenants 100% 100% 100% 
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INTERGOVERNMENTAL PROJECTS 

 
Description of Services: 
Intergovernmental Projects represent Upper Coastal Plain Council of Governments, Patriotism Committee, and the 
Rocky Mount/Wilson Airport. 
 
 

PROGRAM GOALS AND INITIATIVES: 

 Contribute to the various intergovernmental agencies and programs that provide a variety of services or 
benefits to the citizens of Wilson 

 Upper Coastal Plain Council of Governments:  a) Provide technical assistance including aiding local 
jurisdictions, prepare and submit applications for state and federal grants; b) Encourage regional cooperation 
among neighboring jurisdictions in areas of mutual benefit and interest 

 Encourage airport authority to resume commercial service 
 
 
 

EXPENDITURE SUMMARY: 
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 

Operating Expenses 130,533$           239,762$           226,330$           73,240$             

TOTAL 130,533$           239,762$           226,330$           73,240$             
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ADMINISTRATIVE SERVICES 

Human Relations 
 

 

 

Human Relations is responsible for the Human Relations Commission, Wilson Committee for Persons with 

Disabilities, Wilson Youth Council, citizens’ engagement, and community relations.  This department educates and 

mediates fair housing, employment, education, accessibility and other civil rights complaints, and builds strategic 

partnerships throughout the City. 
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HUMAN RELATIONS 

 
Description of Services: 
Human Relations is responsible for the Human Relations Commission, Wilson Committee for Persons with 
Disabilities, Wilson Youth Council, citizens’ engagement, and community relations.  This department educates and 
mediates fair housing, employment, education, accessibility and other civil rights complaints, and builds strategic 
partnerships throughout the City. 
 
 

PROGRAM GOALS AND INITIATIVES: 

 Engage, educate and celebrate with the Wilson community in fostering unity, civility and mutual respect 
among all citizens 

 Serve as staff liaison to the Wilson Human Relations Commission and the Committee for Persons with 
Disabilities 

 Provide support and leadership development to the Wilson Youth Council 

 Address, educate, and mediate civil rights complaints 

 Foster strategic partnerships with community partners to promote Human Relations Initiatives 

 Promote citizen engagement 

 Celebrate and enhance diversity 

 Support Neighborhood Associations and coordinate Annual Neighborhood Summit 
 
 
 

EXPENDITURE SUMMARY:  
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 

Personnel Services 292,003$           295,860$           302,490$           307,960$           

Operating Expenses 64,517                73,920                51,100                74,230                

Recovered Costs (89,129)              (92,450)              (88,400)              (95,550)              

TOTAL 267,391$           277,330$           265,190$           286,640$           
 

 
 
 
 
 

 

PERFORMANCE INDICATORS: 

Outputs 
2018-19 
Actual 

2019-20 
Estimated 

2020-21 
Goal 

Intakes 61 60 75 

Presentations to public 24 30 30 

Sponsored public events/celebrations 17 20 20 

Community forums 3 3 3 
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ADMINISTRATIVE SERVICES 

GigEast Exchange 
 

 

 

 

The GigEast Exchange promotes entrepreneurial endeavors, innovation, and education related 
 to smart/connected city, community, and agricultural technologies in the southeast. 
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GIGEAST EXCHANGE 

 
Description of Services: 
 
The innovation exchange promotes entrepreneurial endeavors, innovation, and education related to 
smart/connected city, community, and agricultural technologies in the southeast. 
 

PROGRAM GOALS AND INITIATIVES: 

 Recruits startup businesses in target sectors 

 Hosts entrepreneurial educational programming 

 Hosts innovation programming 

 Builds regional partnerships to interconnect Triangle and Wilson region 

 Serves as community meeting space for innovation related events 

 Engages local schools and youth to expose them to themes of entrepreneurism and innovation 

 
 
 

EXPENDITURE SUMMARY:  
2018-19 

Actual 
2019-20 
Budget 

2019-20 
Estimated 

2020-21 
Budget 

 

Personnel Services 43,457$             126,040$           124,974$           133,300$           

Operating Expenses 29,832                219,460             209,230             384,210             

Recovered Costs (36,644)              (172,750)            (167,100)            (258,760)            

TOTAL 36,645$             172,750$           167,104$           258,750$           
 

 
 
 
 

 

PERFORMANCE INDICATORS: 

Outputs 
2018-19 
Actual 

2019-20 
Estimated 

2020-21 
Goal 

Exchange memberships 0 35 70 

Suites leased 0 9 15 

Events held 0 10 60 

 
 

 

 
 

 


